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The New K-5 Online Progress Reports
Common Items for all grades [Pages 1-5]

1. Access the District 25 Web site with

your browser from home or at

school.

2. After the District 25 URL, type a

forward slash [ / ]and the word staff.

This page opens.

3. Select the Online Database List link.

4. This page opens.

5. Select RptEntry, which will take you to the first

login screen.

6. On this Web page, the account name

and password are the same: teach1

and teach1; that is - teach and the

number 1, both times, no spaces,

lower case.

7. Click on Login.
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8. On this page,

you will enter

your own user

name and Log in

Pin that has

been assigned

to you in the

Student Information System. You will change your Log in Pin at the next screen.

Depending on your assignment, and that you are a K-5 classroom teacher, your

user name is typically your first initial and your last name, no spaces, lower

case. The default Log in Pin is 1111 – that is four ‘number ones’, which are typed

in white. Also

at this time

you must use

the mouse (or

trackpad) and

NEVER use

the back

button on your browser. Hitting the Return key, the Enter key, or the Back

Button in your browser will not work with FileMaker Pro online. If you forget

and hit Return, Enter, or the Back Button, the program may act weird. Not to

worry; it is not broken or messed up for real. Just get back to the first login

screen and start over. You may have to quit your browser to do this.

9. The first thing to do

here is to enter the

names of the Art, Music

and PE teachers. Type in

their names on the lines

provided by clicking on

one line and then typing

the name. Repeat for

each teacher. Now click

‘Save.’
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10.  To change your Log in Pin, click on

Change Pin and change your Pin. You

will need to remember what you

change the Log in Pin to at this time.

Write it down? Email it to yourself?

Click on Back.

11.  Click on Teacher Data Entry. This page

displays the names of your students for

this school year.

12.  Click on a student name to see your Progress

Report. This is Kindergarten. This is a

database, not a spreadsheet. What you are

seeing is a Web view of a layout called

Kindergarten Progress Report. This layout is

not intended to be printed. Printing requires

another step.
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13.  To print a progress

report, click on the

Print button. The

layout changes to one

called Print Layout.

The Print Layout does

not include any of the

buttons that you

needed to give grades

or any of the

extraneous

information that you

may have noticed.

14.  Before you print, select File in the menu

bar and Page Set-up. Make sure that a

Printer is selected. Click OK.

15.  Go to File, Print Largest Current Frame.

Click on the pop-up that says ‘Copies & Pages.’ Scroll down to Safari, if that is

the browser you are using. If ‘Print webpage information in headers and footers’

is checked, click in the box to uncheck it. Progress Reports should not have

URLs printed on the bottom of them!

16.  To return to the Data Entry page, click on the AHSD 25 symbol. DO NOT USE

THE BACK BUTTON! If you forget and use your back button in the browser, you

will eventually have to logout and log back in (or quit your browser). Nothing

was broken or lost.
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17.  One more

button has

been included

on the

progress

report. If you

click on

Student Info,

you will be

able to see the

information

entered by

your

administrative

assistant on this student.

You can only read it; you

cannot make any changes

or deletions. To return to

the student’s progress

report, click on Back to

Report Card.
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Kindergarten

How do I enter

grades?

Click on the

plain

rectangular box

next to the

Academic

Indicators.

The screen

redraws and

this format

appears. Each of

the pop-ups

represents a

grade. Click

once again on

the rectangular

box and a pop-

up appears.
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To fill multiple

cells at one

time, select a

grade that is

reflective of

most of the

grades the

student earned.

Once you have

selected the

grade, release

the pop-up and

click on Set

Academic Q1.

The screen

redraws again

and your

grades are

entered. To

change any one

grade, click on

the individual

pop-up and

choose another

grade. If you

realize that all

the grades are

wrong, click on

Set Academic

RESET Q1 and

all the grades

will be erased.
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To set Skills

and

Behaviors

grades on

Page 2, click

on the white

rectangular

box; choose a

grade and

select Set

Behavior Q1.

Enter

comments as

you did

before but

any

formatting

you do in

terms of

font, size, or color will not

print.

To complete another

Progress Report for

another student, click on

the button called Back to

Grades. Click on the name

of another student and

repeat the process. Hint:

Open the Text Edit app or

Word or AppleWorks and

write your generic

comments for students

there. Save your comments

in that file. Personalize

within the actual progress report. Copy and paste back to your word processing document?

Save progress reports as .pdf files for your own records. These files are not editable but at least you

have an electronic copy of it.
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Primary

Grades 1 and 2 Class list

Click on a name to go to the

Progress Report for that

student.

How do I enter grades?

Click on the plain rectangular

box below the Academic

Progress Code.

The screen redraws and this

format appears. Each of the

pop-ups represents a grade.

Click once again on the

rectangular box and a pop-up

appears. To fill multiple cells

at one time, select a grade

that is reflective of most of

the grades the student

earned. Once you have

selected the grade, release

the pop-up and click on Set

Academic Progress Code Q1.

The screen redraws again

and your grades are entered.
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To change any one grade,

click on the individual

pop-up and choose

another grade. If you

realize that all the grades

are wrong, click on Set

Academic Progress Code

RESET Q1 and all the

grades will be erased.

To set Skills

and Behaviors

grades on Page

2, click on the

white

rectangular

box; choose a

grade and

select Set

Behavior

Effort Code

Q1.

Enter comments as you did before but any formatting you do in terms of font, size, or color will not

print.

To complete another Progress Report for another student, click on the button called Back to Grades.

Click on the name of another student and repeat the process. Hint: Open the Text Edit app or Word

or AppleWorks and write your generic comments for students there. Save your comments in that

file. Personalize within the actual progress report. Copy and paste back to your word processing

document?

Save progress reports as .pdf files for your own records. These files are not editable but at least you

have an electronic copy of it.
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Intermediate

Grades 3-5         Class List

Click on a name to go to the Progress

Report for that student.

How do I enter grades?

Click on the plain rectangular

box next to the Skills, Behavior,

Effort Q1.

The screen redraws and this

format appears. Each of the pop-

ups represents a grade. Click once

again on the rectangular box and a

pop-up appears.
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To fill multiple cells at one

time, select a grade that is

reflective of most of the

grades the student earned.

Once you have selected the

grade, release the pop-up and

click on Set Skills, Behavior,

Effort Q1. The screen redraws

again and your grades are

entered.

To change any one grade,

click on the individual

pop-up and choose another

grade. If you realize that

all the grades are wrong,

click on Set Academic

Progress Code RESET Q1

and all the grades will be

erased.

To set Academic Progress grades for the content areas, click in the box

for that trimester next to the words ‘Academic Progress.’ The screen

redraws and the pop-up format re-appears. Each of the pop-ups in the

Academic Progress area includes these grades. Select a grade and release

the pop-up.
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Skills,

Behavior,

and Effort

Grades were

‘set’ at the

same time as

the content

area Skills,

Behavior and

Effort grades

were given.

To change any

of these, click

in the cell and

the screen

redraws with

the pop-up

format.

Enter

comments as

you did

before but

any

formatting

you do in

terms of font, size, or color will not print.

To complete another Progress Report for another student, click on the button called Back to Grades.

Click on the name of another student and repeat the process. Hint: Open the Text Edit app or Word

or AppleWorks and write your generic comments for students there. Save your comments in that

file. Personalize within the actual progress report. Copy and paste back to your word processing

document?

Save progress reports as .pdf files for your own records. These files are not editable but at least you

have an electronic copy of it.


